
Job Code Approv ed/Adop ted Date

CITY OF RIVERSIDE
8765 08/08/2005

HUMAN RESOURCES DEPARTMENT  Revised

CLASSIFICATION SPECIFICATION

TITLE: COMMUNITY RELATIONS ASSISTANT

DEFINITION 

Und er ge nera l direc tion, to  perform  journ ey leve l profe ssional ad min istrat ive an d pub lic con tact w ork a ssis ting in

the deve lopm ent, imp leme ntation an d ma intenanc e of City policies  and pro gram s conc erned w ith com mun ity

services, inter-group relations, neighborhood betterment and community-wide issues and needs; and to do related

work as required.

REPORTS TO: Office of Neighborhoods Director or Recreation Supervisor

SUPERVISION RECEIVED AND EXERCISED 

Receives general supervision from the Office of Neighborhoods Director or Recreation Supervisor.  Exercises

general supervision or lead direction on a project basis over administrative support staff as assigned.

EXAMPLES OF DUTIES  

Duties may include, but are not limited to, the following:

§ Assist in th e coord ination of a v ariety of citizen-o riented sp ecial proje cts and  activities with C ity departm ents

and divisions, outside agencies, and the private sector.

§ Assist in th e imple men tation of an  Asset-B ased C omm unity Deve lopm ent (AB CD) e ffort; conn ect citizens to

their com mun ity and local go vernm ent; deve lop a sen se of ow nership  and par ticipation by co mm unity

members; facilitate neighborhood participation in the identification of assets and needs as well as the

implementation of viable solutions.

§ Assist in nurturing the development of neighborhood associations; coordinate and facilitate neighborhood

meetings and neighborhood improvement projects.

§ Assist in developing neighborhood benchmarks.

§ Ass ist in coord inating var ious  me etings, for um s, co nferences, and works hops with  City Council,

representatives from City departments, outside agencies, and community members to discuss the

interrelatedness of neighborhood issues and service provisions.

§ Respond to citizen requests for assistance and information on a wide variety of subject matters.

§ Provide a wide variety of detailed information to the public concerning programs, activities, and operations of

the City, City departments, and other governmental agencies.

§ Ass ist in the dev elopm ent and im plem enta tion o f app ropr iate cours e(s)  of ac tion, g oals , and /or ob jectiv es in

neighborhood relations, affirmative action, and minority business affairs.

§ Attend m eetings o f various c omm unity group s and n eighbor hood o rganization s, as as signed. 

§ Assume Office of Neighborhoods responsibility in absence of Division Head, as assigned.

§ Supervise paid, unpaid, and volunteer workers as assigned.

• Solicit and apply for grants to support programs.

QUALIFICATIONS 



Know ledge of:  

� Practices and techniques used in forming neighborhood and community groups.

• Assist in the research, coordination, development and implementation of community service programs.

� Comm unity based networks and the concerns, and needs of neighborhood associations.

� Principles of organizational development and community/neighborhood organizing including Asset Based

Com mun ity Developm ent.

� Individual and group dynamics.

� Comm unity structures and processes.

� Research techniques, sources, and methods of report presentation.

� Applicable federal, state, and local laws, rules and regulations pertaining to local government operations.

� Perso nal com puter op eration an d softwa re applica tions. 

• Grant application preparation.

Ability to: 

� Comm unicate clearly and concisely, orally and in writing.

� Establish and maintain cooperative and effective relationships with those contacted in the course of work.

� Understand community problems and assist in providing solutions to alleviate problems.

� Employ effective techniques in dispute resolution and mediation.

� Coordinate activities with other divisions and city departments.

� Work a dem anding schedule including some night and weekend meetings.

� Operate a personal computer and applicable software programs.

Education and Experience: 

Any com binat ion of  expe rienc e and  educ ation  that w ould lik ely pro vide th e req uired  kno wledge an d abilitie s is

qualifying.  A typica l way to obtain th e know ledge an d abilities wou ld be:  

Education: Equivalent to a Bachelor's Degree from  an accredited college or university with major work

in sociology, social science, or a closely related field. Two years of additional qualifying

experience may substitute for two years of education.

Experience: At least two years of experience in the administration and/or delivery of social oriented

com mun ity based pro gram s having  high pub lic contac t.

MEDICAL CATEGORY:  Group 1

NECESSARY SPECIAL REQUIREMENT

Possession of an appropriate, valid class "C" California Motor Vehicle Operator=s License.

CAREER ADVANCEMENT OPPORT UNITIES

FROM: Comm unity Relations Assistant

TO: Office of Neighborhoods Director or Recreation Supervisor


